
Direct Deposit 

 
Introduction This guide provides the procedures for how to change a member’s Direct 

Deposit in Direct Access. 

 
Procedures See below. 

 

Step Action 

1 Click the Direct Deposit link from the Active & Reserve Pay Shortcuts pagelet. 

 
 

2 Enter the member’s Empl ID and then click Search.  

 
 

3 The member’s current EFT/Direct Deposit information will be displayed. Click 

the Edit button to make changes.  

 
 

  

Continued on next page 



Direct Deposit, Continued 

 
Procedures, 

continued 
 

 

Step Action 

4 The Effective Date will automatically populate and cannot be edited. Begin by 

selecting the appropriate Account Type. Then enter the Routing and Account 

Numbers. Make sure both the Routing and Account Numbers are completely 

aligned to the left of the blocks (cannot have any spaces before the number). 

When finished, click Save. Then select the Return to Summary link. 

 
 

5 The member’s Current and Future EFT/Direct Deposit will be shown. 

 
 

  

 


